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TECHNICAL SUPPORT

» For support with the website please contact the customer support
desk, by clicking the “Contact Us” link at the bottom of the
USAJOBS webpage.

> This document was created as a helpful tool for new users and iIs
not a product of USAJOBS. The USAJOBS website contains
numerous How-To’s and FAQ’s that may also be of aid to
potential applicants.
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OVERVIEW

»Creating a User Account

»Reviewing “My Profile”

»Creating Your Resume

»Creating Job Search Agents & “Saving Jobs”

»Reviewing “Application Status™

»Uploading Supporting Documents to “Saved
Documents”

»Basic Tips & Tricks



CREATING AUSER ACCOUNT

Start with an easy to remember e-mail
address as your log-in name.

Your password must have a combination of
upper & lower characters, numbers & special
characters.

Whatever your password, be sure to write
It down OR make sure that you can
remember it.



CREATING AUSER ACCOUNT

.

WORKINGJFOR AMERICA"

> There are now drop down menus to assist in
accessing the different sections of your user account.
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Y
OUR PROFILE — PERSONAL INFORMATION
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YOUR PROFILE - ELIGIBILITY

> In Question #3, If

you answer ‘yes’ to
any of the possible
answers.

> A set of
additional

questions will
appeatr.

» You will need

to complete

this

Information.
/




YOUR PROFILE - PREFERENCES

e Search My Account Resource Ce

USAJOBS

Your preferences
regarding:

Do not include the following types of information in your profile or resume: classified information, as defined in Executive
Order 13526 (dated mber 29, 2003); Sodal Security Number (SSN); or other personal or sensitive information you
do not wish be made visible to recruiters

questions are optional and can be used by Agency officials to identify applicants with skill sets and
preferences appropriate for their job or work environment. Including this information will

ovide recruiters with additional
detail on the type of position you are seeking. It will not exclude your resume from consideration. Your responses will also
be used to help increase the relevance of your search results ri i Ve
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YOUR PROFILE - DEMOGRAPHICS

e — === Demographic
Information:

> You do NOT
need to
complete this
iInformation If
you do NOT
want to.




YOUR PROFILE —ACCOUNT INFORMATION

Search

USAJOBS A

°  » User Name
: ' (including
biniouseaaig your

wish be
To help remember and protect your password, supply some personal “hints” by selecting three different

Password Questions and answers. Knowing this information can help you quickly reset your "MY USAJOBS"

the following types of information in your profile or resume: clas:
29, 2009); Social Security Number (SSN); or other

jated Decemb

e visible to recruiters

Required informa

What is the name of the city/town where you were born? *

arvada
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g — > Notification

.
midnight
. -
Notificatic tting
Notification Alerts ¢ tay informe your apphcatior
Select the iter mail, You may edit your preferences and unsubscribe at any time
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CREATING YOUR RESUME

»>YOU can create up to 5 different
resumes.

aYou can have now have 5
‘uploaded’ resumes, within the
grand total of 5 resumes.

»Utilize the Resume Builder within
USA Jobs — it’s a simple step-by-step
guide to creating a resume.
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WORK EXPERIENCE ON YOUR RESUME

Resume Builder

xxxxxx

[United States

Search Jobs

,,,,,

> This Is your employment history.

> In the “Duties,
Accomplishments, and Related
Skills” field, include

0 Major Duties from your
current position description.

a Awards you have received.

a Skills you have learned or
developed.

> There 1s a 5,000 character limit
per field.

» Use the Spell check.

> Once you ‘save experience’, you
can continue entering additional
work experience. 1



d-h

READTHIS - important notice before listing your Education!

Only list degrees from schools that have been accredited by accrediting institutions
recognized by the US. Department of Education or other education that meet the

provisions of the Office of Personnel Management’s Operating Manual,
Learn more!

o

USAJOBS

ccccccccc

.........

............

EDUCATION ON YOUR RESUME

» List all of the
educational institutions
you have attended in the
Education Section.

O Provided that they
are accredited
Institutions
recognized by the
U.S. Department of
Education.

» Report any “Relevant
Coursework, Licensures,
and Certifications”.

» There is a limitation of
2,000 characters in this

field.
12



OTHER: JOB TRAINING ON YOUR RESUME

Job Related training
o . "= includes all types of
USAJOBS | training you have
participated In.

DOI Learn courses

USDA Graduate
School courses

T e Supervisory
Challenge

Max of 5,000
character count.

13
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OTHER: ADDITIONAL INFORMATION ON YOUR RESUME

Additional Language Skills

Organizations and/or
Affiliations

. Professional Publications
Additional Information...

14



REFERENCES ON YOUR RESUME

,,,,,,,,,,

" USAJOBS

AAAAAAA
nees

»»»»» ——

e

» Supply at least three (3) references — two» »
(2) professional and one (1) personal.

» You can supply more references if you
want to...make sure that they are ‘up-to-
date’.
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PREVIEW & FINISH YOUR RESUME

et - P
o - Resume BUC -

. USAlOBS

Finish
)
w an
previe

itigenship:

Country r!crdﬂ"‘"
veteran

Availability:

Desired locations:

Work Experience:

zed Search
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US - VA
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@ s o

11 - present

10/20 x: 40
Hours per wee
rest cous
takewood
test i J—
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» |f everything Iooks_
good — then just click

‘finish’.

Here Is your chance to preview

your resume prior to |
completing the resume builder.

= Resume Builder - P,

Veterans’ Prefarance; No, 140 ot lam Veterans Preference
Availability: Job Type: Permanent
Work Schedule: Ful Time
Desired locations: US -va
Work Experience: test

10/2011 - Present
lakewood, €O US

Hours per week: 40

test

aN; kjanjdsifakfyiksty

Education: it
test, AL US

Professional

References: test

Phone Number: 89800808080
Email Address:
Reference Type: Professional

T e
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A

RESUME MENU

USAJOBS

urce 8
[ 8ui Now Resume X Upload New Resume »

Your Resume
Menu within your
USA Jobs account
will tell you how
many resumes you
have active, as
well as whether or
not you have
made them
‘searchable’ .
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UPLOADED RESUME TIPS

> If you are going to use your ‘own’ upload resume. Make sure that your resume contains complete
information, such as:

a Month(s)/Year(s) of employment

» This is important when HR is determining whether or not you have the 1 year of specialized
experience (if that is part of the qualification requirements).

a Full/Part Time employment

» This is important when HR is determining whether or not you have the 1 year of specialized
experience (if that is part of the qualification requirements), as the part time hours can
reduce the total number of months/years of employment.

a Complete description of work

- Be thorough in your description of job duties for each position on your resume. HR can
NOT ‘guess’ or ‘assume’ or ‘give you the benefit of doubt’ that you have the
knowledge/skill/ability to do the job that is being advertised. In reviewing the basic
gualifications and the job description — if you do NOT have similar types of duties, which
make use of similar knowledge/skill/ability then you will not be considered for the position.

Q Honesty

- Be honest on your resume — if an offer is made, and then later it is determined that you
embellished your work history (month(s)/year(s), full/part-time, job description); you could
see the offer of employment rescinded.

18



CREATING JOB SEARCH AGENTS

ew saved search

» Search Jobs

USAJOBS

Welcome Junelll | Sign out

Nested

0w

Salary Range ©

From To

Pay Grade (GS) ©

-~ SELECT -~ -~ SELECT -- ~

S To

You can have up to 10
different Search Agents
working for you at the same
time.

You decide how frequently
you want ‘e-mail’ reminders
from each search agent you
create. This saves YOU time!

You don’t have to log onto
USA Jobs every day and
search manually through
all of the different
postings.
Search Agents will continue to
search until YOU delete them.

19



Creating Job Search Agents

» Search agents can be as generic or as specific
as you want.

» You can select any combination of the
following search criteria:

o Job Locations

Job Categories
Occupational Series
Agencies

Salary Range OR Pay Grade

Senior Executive
Student Jobs
Nationwide Jobs
Jobs Open Longer than 30 days
Work Schedule
Tenure
Student Jobs — Appointment Term
a Jobs in Demand
> You can select how frequently you want to

O 00000000 D0Do

receive email alerts.
21



CREATING JOB SEARCH AGENTS

Applicant Eligibility @
Are you a current or former Federal civilian employee who holds or held a non-temporary
appointment ? 2

o In the competitive service * in the Executive Branch or in a position not in the Executive
branch specifically included in the competitive service by statute, or

o In an excepted service ? position covered by an interchange agreement ?, or

o Eligible for reinstatement?

o A Veteran eligible for veterans' preference * or separated from the armed forces under
honorable conditions after 3 years or more of continuous military service?

¢ A person with non-competitive appointment eligibility?

® No ( Yes pon®

> Be aware of this Applicant Eligibility
question/section. [Selecting the
‘wrong’ answer here will hamper the
vacancy announcements you can view
and you could miss vacancies you
want to apply for.]

a If you select ‘No’, the default
answer, then the only vacancies
you will be able to view/apply for
will be the ‘DEU’ — Delegated
Examining Unit vacancies {which
are open the any U.S. Citizen.}

o SO O S e ot - 0 If'you can answer ‘Yes’ to any of
m/ the questions listed in this section,
A e Wit .
. 0 then you need to ‘click’ the “Yes’

wrech > [A““‘:""‘- 5 ,:J

¢ Only Jobs Open To ALL U.S. Citizens

Current Search
" ALL Jobs (I'll Determine If I Can Apply) &

button. Then you will be able to
apply for all ‘DEU” and ‘MP’ —
Merit Promotion vacancy
announcements.
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APPLICANT ELIGIBILITY

Applicant Eligibility &
Are you a current or former Federal civilian employee who holds or held a non-temporary

appointment ? :

o Inthe competitive service * in the Executive Branch or in a position not in the Executive
branch specifically included in the competitive service by statute, or

o In an excepted service ? position covered by an interchange agreement?, or

e Eligible for reinstatement?

o AVeteran eligible for veterans' preference * or separated from the armed forces under
honorable conditions after 3 years or more of continuous military service?
e A person with non-competitive appointment eligibility?

This is also set up In
your Profile section.

If every time you
log into USA Jobs
prior to doing any
search, the system
automatically
remembers your
eligibility.
So, no more letters
informing you that you
are ‘NOT’ eligible for
the position.

(which is not the
same as
qualifications).
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\

SEARCH ‘OPTIONS’

4 Sumh.lohs 4 My Account 4 Info Center

/ l What: (keywords) Where: [city, state or zip code)
/ Uw Refine Your Search | 11 ] °
4 “WORKING B FOR AMERICA”

Erovse Jobs > Advanced/International Search > |Select Radius

" . 53 Radius: 5 miles
‘ BRIEF VIEW DETAILEDVIEW | Radive: 10 milss

Search Results 1-50 of 5000 Page: [1]2343 6-10>> MNext>>  Pagelof20

d Agency Location Salary € ALL Jobs ('l Determine If I Can Apply) @

e e | > Search Options ey —

current Sear ‘:' 5. Citizens , @ B2 Save this search and email me jobs | C“fl’en( sﬁarch
@ Only 30bE OPSA 2 e 1f 3 Con

ot A can make it eaS|eT ——— oy oo

,,.,..Added-'o gemove B |

I s L0 for you to searcl

B2 Save this search and email me jobs

—— In the fO||OWI )

» Salary @ Only Jobs Open To ALL U.S. Citizens i

4 z’;“'_:_,,,... © ALL Jobs (I'll Determine If I Can Apply) @ D Ag e
-

@ Only Jobs Open To ALL U.S. Citizens

€ ALL Jobs (I'll Determine If T Can You Mded o

You Added ... @
COMMERCE, DEPARTMENT OF Rem:
« Bureau of the Census

r All

Coy
MMERCE, " OEPARTMENT o0

%

Refine Your Resutes

s
refine Your result

« EuEatIOn, on Series

W You Added ... @

s coe S
¥ . L 1710 Education and

snﬂﬂ.l‘", . x| Vocational Training Specialist Remove B3

»Salar,

Refine Your Results

» Salary * Occupation,
» Grade /

» Occupations
® » Agencies
® »Sub Agencies

Clear All And Start New Search B

Refine Your Results

» Salary
» Grade
@ » Occupations

w Education
Occupation Series

» Posting Date
» Work Schedule M
» Exclude These

» Agencies
» Posting Date

» Work Schedule
» Exclude These



REVIEWING “APPLICATION STATUS”

tcount - Home

» Watch “Application
Zﬁ";"' ‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘ & Status Application T eaticns Mintes ¢ Status o 1

» This feature allows

you to track the
bl different

SRR o e applications that
you have submitted,
It also provides
‘notification
settings’.

..................
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REVIEWING “APPLICATION STATUS”

-
st || g AN

DETALED VERSION

riods Thursed
oper“‘ie:‘ Novembe:

" gogormationt - T
position 1n anvef

puty Locations: 2 T

Select the Job Title you want to
review from within “Application
Status.”

You will be able to review the

vacancy announcement for that

position.
If you will not have easy access to
your USA Jobs account, print the
vacancy announcement out prior
to the closing date of the
announcement in the event you
are contacted for an interview -
you can ask ‘insightful’ questions.
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SAJOBS - Saved Jobs

My Account

USAJOBS

SAVED JOBS...

nnnnnnnnnnnnn

If you are logged
Into your USA
Jobs account, you
can ‘save’ jobs to
your account to
apply for later...

26



UPLOADING TO “SAVED DOCUMENTS”

> Upload any and all Supporting
Documents in “My Portfolio”.

a Transcripts
 Sevd Searches o DD-214
e Db o OF-306
Q SF-30
e DS 5 113 HE
pammn oot S > NotAll Department or AgenCieS
have the ability to receive any of
e the above supporting documents
via their USA Jobs account.

> Read the vacancy announcement -
you may need to e-mail, fax, and/or

Please enter a name for this attachment(100 characters max)

e _ssvere mail these documents to the agency
N T listing the vacancy announcement.
— 0 *Note: Some documents may not

apply to you — only those

documents that apply to you and

are required should be uploaded.
» Limit to 10 documents.

» No document can be greater than 3
Mb

You have saved 2 of 10 possible documents.
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YOUR ‘NEW” ACCOUNT HOME PAGE

4% Home Search Jobs

USAJOBS |

FOR AMERICA'

"WORKING

& My Account

B Resumes

Q Saved Searches
& Inbox

&= Saved Jobs
tfSaved Documents

[# Application Status

Site Map

My Account

Contact Us  Help/FAQs

Resource Center Welcome Junell! | Sign out

What: @ where:

Advanced Search > [Radius: 20 miles

Last Login:
06/07/2013 12:44 PM ET

Last Profile Update:
02/01/2013 11:00 AM ET

Edit Profile

Did You Know?

Welcome to your USAJOBS account!

Did you know about all the USAIOBS resources to help you find federal job opportunities easier,
faster and smarter?

Here's just a few ways USAIOBS can help vou:

+ Visit the Resource Center for all types of information including job search tips, federal job
eligibility criteria, special hiring paths and how to use USAJOBS tools

+ Join the conversation by visiting the USAJOBS Facebook page and following Twitter updates

+ Learn about the latest USAJOBS enhancements to improve your user experience

Public Burden Information  FOIA  AboutUs  USA.qow

T
USAJOBS is the Federsl G

United States Off

d Sta nnel Menagement website.
ernment’s official one-stop =

= for Federal jobs and smployment information.

EI|°

This I1s what your
‘new’ account home
page will look like
once you have gone
through all of the
different sections.
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THE “RESOURCE CENTER”

) v b My A t Resource Center
Nested Search
USAJOBS v ® o

PREVIOUS  WEXT Frequently Asked Questions > B Lol
Spotlight Emmc
R 6 e gy S daiond, of 40T B e ' EFORM

» The Info Center provides advice and special
Information about working for the Federal
Government, including some basic FAQ’s.

29



BASIC TIPS & TRICKS

Print out the Vacancy Announcement

Highlight important items, such as, submission of
supporting documents, deadlines, closing date, contact
Information in the event you have guestions.

Remember to do the “Time Conversion” so that you are applying
for the position prior to the closing date/time of the announcements

{Make sure you are reading the announcement carefully.}
Most announcements close at 12:00 Midnight (EST-
Eastern Standard Time). So, if you live in Colorado
(Mountain Standard Time) you really only have until
10:00 pm MST to COMPLETE the entire application
and submit any required supporting documents that
must be submitted by the closing date/time of the
vacancy announcement.
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BASIC TIPS & TRICKS

Read the Announcement Carefully! Pay attention to how
supporting documents can/should be submitted.

Be aware of any limitations placed upon the size of the applicant
pool — this will be in the announcement.

Go to the Qualifications Section in the vacancy announcement.
At the bottom of the page you can ‘preview’ the

vacancy announcement questions, prior to applying
for the position.

Select the appropriate answer to each question prior to applying
Special Note — The 2010 Hiring Reform is
streamlining the recruitment process, and as such

the ‘essay’ style questions are being eliminated
from the initial recruitment (Job) announcement.
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CONCLUSION

USAJ0BS ~ Contact Us
Contact Us
Looking for help? Visit Help for in-depth information
stion Is still unanswered, or

1f your questio wered, or you have a comment or suggestion, please use the form below to contact us. We will get
back to you within one business day. Your interest and patience are appreciated.

[ seLecT -
0u about

My question/comment is:

PLEASE NOTE: The USAJOBS customer support desk is available from 7:00 AM to 8:00 PM Eastern Time. Please visit the USAJO8S
FAQ page and the Resource Center for the answers to many of your questions. If you are requesting a password reset, click here.

» Utilizing these basic tips
& tricks will help ensure
that your resume is ready
for any and all vacancy
announcements that you
plan to apply for.

» Don’t hesitate to contact
USA Jobs Service Support
Desk (help desk) via the
‘Contact Us’ link at the
USA Jobs website..
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TECHNICAL SUPPORT

» For support with the website please contact the customer support
desk, by clicking the “Contact Us” link at the bottom of the
USAJOBS webpage.

> This document was created as a helpful tool for new users and iIs
not a product of USAJOBS. The USAJOBS website contains
numerous How-To’s and FAQ’s that may also be of aid to
potential applicants.
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